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Importing Payables from QuickBooks (QB) - Quick Guide

Overview
As of version 6.5 TelPay for Business will be able to import bill payments directly from QuickBooks versions
2004 or higher. There are two types of payments that can be imported — bill payments and generic cheques.

Before you are ready to process your first bill payment import there are a few important steps required to
ensure that your QB system is ready. For convenience these steps have been categorized into three sections:

Section I: Setup Your Vendor/Biller
Section II: Setup Your TelPay for Business Software
Section III: Making Bill Payments

Attend a Free Webinar to Help Get You Started
TelPay offers a free 30 minute webinar (web-based seminars) to help you get ready to import bill payments
from QuickBooks to TelPay. Visit www.telpay.ca/business/webinarsignup.php webinar to register.

Section I -Vendor/Biller Setup

A biller is any business that sends you a bill (or statement/invoice) for payment in exchange for goods or
services rendered. Your business may refer to a biller as a vendor or supplier. For simplicity and consistency in
this guide, TelPay refers to vendors/suppliers as billers whenever appropriate.

It is useful to know that TelPay separates all billers into two classifications: Standard Billers and Customer
Specific Billers. These are defined as follows:

Standard Billers: These billers require only the account numbers (found on your bill) for proper payment
allocation. These are generally monthly billers and include, but are not limited to, utilities, credit card
companies, and government agencies. TelPay has over 4000 Standard Billers setup for electronic payment.

Customer Specific Billers: These are businesses that are setup by you and use invoice numbers and/or account
numbers to accurately credit your account.

Update Billers in Your Accounting System
The following are required fields in your Vendor/Biller record:

e Company name
e Phone number (including area code)
e Mailing Address, City, and Postal Code
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Once you have updated all of the billers you wish to pay electronically you are ready for the next step; sending
your biller list to TelPay.

Note: All future changes to your biller’s contact or address information must be by TelPay. Changes made in
your accounting software will not update your biller record at TelPay. Please send these changes to
biller@telpay.ca.

Send TelPay Your Biller List

To send your biller list to TelPay, first upload your billers into your TelPay for Business software. Your system
will import all of the billers that are setup in your accounting system. You will be able to exclude inactive
billers. A one-time setup charge of $0.50 per biller will be applied to your monthly fees. Please allow five
business days for TelPay to setup your billers.

Import your Billers into TelPay:
1. Ensure that your QuickBooks File is open.
2. Logon to TelPay for Business.
3. From the Main Menu, select ‘Importing or Creating Payroll, and Collection Files’.

4. Inthe top right hand corner select the Accounts Payable button. Then click 'Import Vendors'.

E TelPay - Payroll, Payment and Collection File Processing

Pleasze zelect one of following type of files First:

|f wou wizh to deposit funds to vour clients or employees, select File of Payments; otherwize select
File: of Collections.

{~ File of Payments € " File of Collections

* Accounts Papable Q

Source file description: |4ED Accounts Payable

TelPay File Format OR

Select a Telpay file from the lizt below Create £ reuse a file generated
and click "Mext Step" within TelPay for Buziness:

Re-import a
File

Mext Step

Bank File Format

@

Ledger account for file transmissions: |TELF'.-’-'«‘T' CLEARIMNG

Main Menu
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5. If the biller record is missing required information the following screen will appear. You can print the

list by clicking the Printer Icon button. Select OK to continue.

I Missing information required by TelPay

The Wendors below cannat be imported into TelPay for Buginess until the mizzing information is added to these Yendors in your
Accounting Software. Use the printer button belaw ta print a copy of this list.

‘Yendor | Migsing ltem | -~

200 Payroll Deposit Miszsing Street Address

200 Payroll Deposit Mizzing City

200 Payrall Deposit Mizzing Province

200 Payrall Deposit Mizzing Postal Code

200 Payroll Deposit Mizzing Phone Murmber

AbA ALARMS SYSTEMS LTD Mizzing Street Address

AbA ALARMS SYSTEMS LTD Missing City

AbA ALARMS SYSTEMS LTD Mizzing Province

Abs ALARMS SYSTEMS LTD Missing Postal Code

AdA ALARMS SYSTEMS LTD Mizzing Phone Mumber

Bank [TelPay wTHDRWL] Mizzing Street Address

Bank [TelPay wTHDRWL] Mizzing City e,

Panl [TalPan W THRPW Mizzina Prosinees

@

6. Choose ‘Yes’ to import billers with complete information. Choose ‘No’ to update biller records in your

accounting software and begin process again.

Note: If you choose ‘No’ you can re-import all biller records at a later date.

Continue importing?

7. Select the billers to be imported by clicking the check-box beside the billers’ name. Click ‘Import’ or

click ‘Cancel’ to begin again.

TelPay for Business Vendor Import

“Wendorz which can be imported into TelPay for Business:

Werdar J Address I City I Phone #

[ £.ccounting Cycle H#102 11302-119 5t Edmontan 780 B28-2405
O &ndre’s Mechanical E412 av dez Erables Wancouver B04 933-3333
v £ T A

Blitz b arketing 317 Pearce St Toronto 905-565-1212
Craig's Lists of Stuff & Cudmore L. Ottawa 222 222-2622
Dian's Auto Emparium 320 Cropdon Ave., Ottavea E13613-613
Gunes's Marketing 9343 B3 5t MW Ottawa E13 3161116
[ Kevin ésnderson Barister and S5 olicitor 348 Waoarthington St E. Toranta 909 905-0900
O Rick's Office Superstore 101 Marion St Fegina 306 B55-3060
O Foger's and Compary Ch's 320 Crapdon Ave. Ottawva E13613-613
[ Sheldan's Software House E412 av des Erables W ancouwer B04 9553-3992
OTelPay 298 Gamy WwMMIPEG 2045551212
[ The Phone Co 4234 King Cole Blvd. Toronto 905-555-1212
O Totman's 101 Marion 5t Regina 308 555-3060
[ Uity Corp 9358 - B7 Street Toronto 905 BR3-2677

Select the Yendors you wish to import and then click the

Select Al ‘ Import | Cancel

‘| mport’ button
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8. Selected billers will appear in TelPay for Business as below. To modify the account number, click the

‘Edit’ box as circled. Click ‘Next’.

L& TelPay - Payroll, Payment and Collection File Processing - File Review

File Information:

Source File Mame: |NAP460.007 460 Accounts Payable
Creation D ate: 97972008 11:49:07 AM

File Contents

Del| |MNo. |Reference Name Account No. Amount Pl
I 1|ACCOUNTIN|ACCOUNTING CYCLE 7B0E252405 0.00] (780
I 2| ANDRE'S M|ANDRE'S MECHANICAL F043339393 A Y 0.00{ (B0
I 3| BARATA'S |BARATA'S FINE WINES 8092097777 0,00 [(20¢
4| CHILDREM'|CHILDREN'S CHARITIES 2049479300 0.00][20¢
5| TELP&Y |TELPAY 2049399393 0.00][20:
KN — i
Mo. Payments: H  Total Payments: 0.00 | Print | |

Total File: | 0.00 o Close

- Screen

Note: insert the proper account number(s) if one has been assigned to you by your biller. TelPay will

automatically insert your biller’s phone number as the account number if one is not provided from your

accounting software.

Note: You must have a valid account number for Standard Billers. If you enter an invalid account

number, TelPay will notify you automatically when you re-login to your software following the five day

biller setup process.

9. Enter the correct account number, click ‘OK’.

L& Account Number Entry X

Biller Mame: |.-'-\I:I:I:ILINTIHG CvCLE

Arnaunt: $0.00
I ——

Account N<: ||?'EIUE2EI24EIE >

ok |

Cancel

10. Once you have verified all account numbers click ‘Next’.
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11. Confirm the file contents click ‘Next’.

L& TelPay - File of Accounts Payable to Other Parties X
If the date to be credited to other parties

1z on a holiday. then the transactions will
be proceszed on the next business day.

Please confirm the following file contents: -
& Confirmed

File date "™y -MM-DD]: | 2008-09-09 v

*E arliest date to be credited to other partiez [2008-09-10 v
- -D D

Total payment to accounts: 0.00 |v .~

Humber of payments: I—l] v
HNumber of new vendors: |—5 v W
Add TelPayfee: | = 250
T otal withdrawals from company bank account: |—25l]

*Hote: TelPay reserves the nght to withhold processing the payments
requested until the required funds have cleared to the TelPay Trust Account.

Next I Cancel

12. Enter Authorized Officer’s password; click ‘Select Payment Option’.

& Review/Transmit Payments Payment Session: 3
List of Payments
Payment Date Payment
7
Del| ? T IMMADD Account Humber Company Mame Amount Currency
E [z008/05/710 TEOCESZ40E5 ACCOUNTING CYCLE 0.00|CAD
E|zooss09s10 £0499333938 ANDERE'S MECHANICAL 0_00|CAD
E (2008705710 8098057777 EARATRA'S FINE WINES 0_00|CAD
E [Z00&8/05/710 Z045475300 CHILDPEN'S CHARITIES 0_00|CAD
E [z008/02/710 20453395333 TELPALY 0.00|CAD
TelPay Fee * $2_50|CAD
Total Transactions: 5| 32.5!]|CAD
Total: - Billz: $0.00 PRL: $07400 A/ P: $0.00
Authorized Officer's Password(z){ |#i#H or E-mail For Approval ‘ a
Cancel All Payments | Main Menu | Pay More Bills ‘ Print Before Transmission ‘
Click the tr_asl_l can if pou want to Select Pagment Dption ‘
cancel an individual tranzaction.
* A further service fee will be charged for payments made by TelPay cheque.

13. Choose your preferred funding arrangement, click ‘Transmit’.

14. Our Biller Services Department will now setup your billers. This process will take up to five business

days.
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Receiving your updated biller list from TelPay Biller Services Department

1. Within five business days of transmitting your biller list to TelPay, open your software. If TelPay has
completed your biller setup your system will automatically upload your billers.

2. If all the account information for your billers is correct. Proceed to Section Il

3. If TelPay has identified an account error, you will be prompted to enter the correct account information
for each biller. Click ‘OK’.

i TelPay has determined that one or more of your earlier imported bill payments require account
\) numbers in order to be paid. Please examine the applicable bill or inwoice that vou receive for these

bill payments and enter the account number(s) on the next screen,

4. Billers will appear one at a time. In the example below TelPay identified a total of 8 billers with
incorrect biller account information. Enter the correct account number, click ‘next’.

To enter the account information at a later date, click ‘Skip’. You will be required to enter the proper
account information in TelPay for Business before any payments can be made to this biller.

L& Account Number Entry or Corrections (1 of a Total of B) E|
Thiz biller appeared in a file that you previouszsly imported into TelPay for Businezs.

Biller Mame:
|.-'l'-.I:I:I:ILINTING CvCLE

Account No. az shown on biller's invoice:

Hext Skip

NOTE: TelPay for Business has a built-in account validation program which checks to ensure a correct
account number is entered for Standard Billers. If you enter an invalid account number you will be
prompted repeatedly until the account number is entered correctly. Click ‘Skip’ to enter at a later

date.
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L& Account Number Entry or, Corrections (1 of a Total of 8) fz|

Thiz biller appeared in a file that pau previauzly impaorted into TelPay for Business.

Biller Mame:
|ﬁ'-.EEEILINTINI3 CyCLE

Account No. az shown an biller's invoice:
1234567290

. Next skip |

Account Number Entry or Corrections (1 of a Total of B) [‘5__<|

» | ) The accaunt number that wou entered has been accepted,

5. Once you have entered the correct account information the View/Modify Biller Screen will appear as

follows:

2 TelPay - View [ Modify Billers Payment Session: 4  Total: 50.00

Biller Hame: |0

General Ledger Acct 2%
#/Marme, Pavment

Account Humber Tupe|Currency

2345678"
1234567

Eiller Hame

ACCOUMTING CvCLE
ACCUMAMAGEMENT LTD

Type column: ST - TelPay Standard, CS - Customer Specific, FT - Funds Transfer Print Biller List
WR=%oucher Reqguired, PD=Payroll Deduction, Bl=Biler Imgport =
Highlight an individual biller first to do the following: Add Hew Billers

Main Menu

6. Your biller list is now correct and up-to-date. Click ‘Main Menu’
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Section II - Setup Your TelPay for Business Software

One-time G/L Account Setup and Setup of TelPay for Business

TelPay for Business detects bills that are to be paid electronically based on payment entries made to a
designated clearing bank account in your accounting system. Therefore, in your accounting software you will
make payments to billers, not to your current bank account, but to a new ‘Clearing Bank Account’. Your actual
bank account ledger will be automatically updated by importing a journal entry file into your accounting
software. This process works as follows.

Once payments have been imported into TelPay for Business and transmitted, the software will create an
electronic journal entry file on your computer’s hard drive or on your network. You can import this electronic
file into your accounting software. The journal entry import will debit your clearing bank account (offsetting
the credit balance) and credit your bank account in the lump sum amount of your batch of payments to TelPay.

1. To begin, in your accounting software chart of accounts, create a “clearing bank account”. You will
enter this exact clearing bank account g/l name/number in your TelPay for Business software.

NOTE: If you are currently using a clearing account for payroll direct deposits use the same account.

2. Open TelPay for Business. From the Main Menu, click ‘System Administration’.

3. Click ‘Bill Payments and Accounts Payable Settings’.

L& System Administration

Buzinezs Information

Company name : |TEST-BU5INESS COMMECT
System Adminiztrator
Mame: |GILBEHT BEMOIT Title: |F'HESIDENT & CEO

*E-mail Address: |

To customize your saftware b suit your particular needs pleaze complete the following screens:

Payment Authorization and Paszsword Control

Bill Payment and Accounts Payable Settings

Fayroll Remittance Settings |

International Payments Settings [Optional] |

Additional Information for Planning your TelPay for Business Spzstem |

ftems with * are not mandatory fields. ‘

oK LCancel |
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4.

Rems with * are not mandatony flelds.

k& Bill Payment and Accounts Payable Settings

(]

“focounting System used:

Accounting Distibution of Bill Payments
The system will generate g jonrnal entry for your accounting systerm based on the general ledger account
humbers vou entered helow.

| QuickB ooks 1399+ |

Bank Account Humber to be credited for Bill Papment Remittances: |B.-'3\NK

“Boocounte Papable Account for bille accrued and/or paid out by |

TelPay for Buziness System: —
“General Ledger clearing account for accounts pagable file imp@ljay Clearing Account >

to TelPay:
Goods and Services Tax [G5T) Refund Collectible Account: |GST FATABLE
Accaunt to be debited with TelPay service charae: |TELF'.6«Y FEE

“We wizh to view, pay and store e-mailed bl & Yes O Mo

oK LCancel

Enter the g/l name/number of your clearing bank account (i.e. ‘TelPay Clearing Account’) in the
‘General Ledger Clearing Account’ field as seen below. Click ‘OK’.
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Section III - Making Bill Payments in QuickBooks

Paying Bills and Writing Cheques in Your Accounting Software

Pay bills and write cheques as per your current process. Simply change the designated bank account from its

current default to your new ‘bank clearing account’.

Importing Bill Payments from QuickBooks into TelPay for Business

1. Open TelPay for Business. From the Main Menu, click on ‘Importing or Creating Payroll, Payroll and

Collection files’.

2. Select ‘Accounts Payable’ and click ‘Auto Import’. Click ‘Next Step’.

FPlease select one of following type of files First:

Filz of Collections.

¢~ File of Payments &3 " File of Collections

IF wou wizh to deposzit funds to pour clients or employees. select File of Fayme

= TelPay - Payroll, Payment and Collection File Processing

ervise select

Source file description: |4ED Accounts Papable

TelPay File Format

Select a T elpay file from the list belows
and click "'Mext Step'"

Re-import a

O ptions

( Mext Step ) |
Bank File Formar

| @

oR

Create / reuse a file generated
within T elPay for Business:

Ledger account for file transmissions:

ITELP&Y CLEARIMG

Main Menu

3. Your payments will now appear. Click ‘Next’.

File Information:

Source File Mame: |NAP460.042 460 Accounts Payable

Creation Date: 1570972008 3:44:50 PM

7| TelPay - Payroll, Payment and Collection File Processing - File Review

File Contents

Del| [Mo. [Reference] Hame | Account No. || Amount |
ML ] 140 NOMBER | ACCOOMTING CrCLE 1234567690 =l E20.00| (7ol
I — ]
Mo. Payments: 1  Total Payments: 620.00 Print | |
Total File: [ 620.00 Close
Screen

4. Complete the approval and transmission process as usual.
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5. Once payments have been transmitted to TelPay import your journal entry.
e Journal entry: Dr Clearing Bank Account / Cr Bank
6. Journal entry path is located on your transmission reports.

Notify Your Billers

TelPay will collect all of your vendor’s bank account information. You can encourage your vendors to submit
their banking details to TelPay by sending them a notification letter or email. We have prepared a draft letter
that has been used successfully by many customers to notify their Billers. You can obtain an electronic copy of
this letter at www.telpay.ca/common/pdf/Sample Notify Vendor.pdf. Simply modify the letter to suit your

requirements and print or email it directly to your Billers along with a copy of the TelPay Biller Information that
is included in the letter.

NOTE: TelPay Standard Billers Do Not Require Notification. Your valid account number is all that is
required for proper payment allocation.

NOTE: You cannot import government remittance payments as the government requires additional
information (such as a PD7A form) to accompany the payment. Process these payments directly out of
your TelPay for Business software.
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